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Chapter 6
Reports

Chapter Overview

Introduction This chapter explains the types of reports that are available in OTA, to
include printing forms.

Chapter Contents
Topic Page
Printing Reports and Forms 2
Printing a Report (DD Form 1556) 3
Submitting Employee/Supervisor Evaluations 7
Managers Training Budget Report 8
Viewing Reports and Forms 10
Retrieving Training Cost Data 11
See Also Module 1, Fundamentals of the Modern DCPDS
&g’ Chapter 8, Reports

Chapter 11, Other Tools in the Modern DCPDS
Section: Using Ghostview
In this Module:
Chapter 1, Requesting Training
Chapter 3, Managing Enrollments, Attendance, and Cancellations
Chapter 4, Completions and Evaluations
Sections: Managing Completions and Evaluations
Retrieving Completed/Required Training in HR
Obtaining a List of Attendees

Who Does It Components will determine the level of access to OTA, and specifically, to
i} Reports. Specific reports are now assigned to each Responsibility as
= described in the Module Overview matrix.
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Printing Reports and Forms

Purpose This section will guide you through the steps for viewing or printing reports.
Before You e You can view or print a number of reports within OTA. All reports are
Begin displayed below but are not available to all OTA roles and

responsibilities.

e Your Component will determine if the Submit Course Evaluation to the
Employee Report will be set to run by the OTA Training Administrator.
e The OTA Training Administrator will need to complete the Submit One
Time Event Update HR report to run so that when a One Time Event is
conducted it will flow to Oracle HR.
e  When you need reports to run automatically either daily or weekly,
use Interval in the Resubmit drop-down menu under the Run Options

Region.
e Reports available are displayed below:

Find  |%

H e o I I
hoauisiion Employes Caasr Snsl DaC0BR1] Wpaafel; -
Carear Briel - Emplopee Only [CARBRF) CIVDODE
Caremr Enhancement Flan [CEP]{CEFHPT) CNDODE
Crviian Tranng Momination [HOMBRIF] CrDODE
Education Snd Trareng Busl [EDTRER] CRDIODk
Irilial Supardzor Trarng [To COPD Traning Officer) [INBD-1} CIDODE
Irhal Supsrzone Trarng Backlog Hoboe [INBD-2) CvDoDE
Maragers Training Budget Aleport CrDODE
Mardatony OR Desied Aecyisfion Trairing [DOD 5000.520) (AECERT] CIVDODH
Mandatorg DR Diezied Acouiziion Traring (DO0D 5000520 ) (ACCERT] CNDODE
Mandatorp OR Dresesd Acquistion Trarmng (DOD 5000 520 ) [AICERT) CDODE
Mardstory OF Desked Acquisitian Tiarmg ([DOD S000.5204) [ALCERT ) CrvDODE
Mardatony DR [kesied Ancuittion Trsring [DOD 500052 [AMCERT] CIVDODE
Mandatory OF Desited Acquitiion Traning [DOD S000.52M) [APCERT) CDODE
Mandatory 08 Deseed Acguistion Trarmg [DODD 50005204 (ALCERT) CnvDoDE
Mandstory OF Deseed Acoustion Tranmg (DOD B000.5204) [ASCERT CrDODE
Maridatory OF Desied Accuision Traring [DOD S000.52M ) (ATCERT] ChDODE
Mandatong OF Desied Acquisition Traning [DOD 500.52M) [PRCERT) ChDODH
Mandatory OF Deseed Acguisition Trarmg (DDD S000.520) (PLUICERT) ChDODE
HA&F Creian Emplopee Crala Bret [MAFT] CnvDODE
Melice OF Cosnplation O YR Regquirements [TR-011] CHDODE
[Hotification OF NAF Personnel Management Courze [HAF-21) CrHDODE
Hotification OF Six [B) Momth Dnentation {HAF-20) CDODE
OFFICIAL AECORD OF THRAIMIMNG [HNV-114) CvDnoe
Submit Course Evaluation 1o the Employes CiDODE
Submit One Time Evert Update HA CVDODE
T rares Paniodsc Ewaksation [T-EVAL] CHDIODE
Tranng Aeguest Form D01 556 (D01 556) CnDODE
WA Tisiring Flan [NARVERA] CvDODH
Motihication of Pessormed Action Dvacle Gy
Hegueast for Parsonnel Acton Dvacke Gy
Budget Costs Breakdown Repot Ouacle Tr
Registralion Fepeet Duscle Tr
“ | *

Find Cancal |

Continued on next page
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Printing Reports and Forms, Continued

Printing a Report

November 30, 2001

This procedure uses the DD Form 1556 as the example:

Step Action
1 On the Navigation List — Reports — Submit Report —
<Open>.
2

The Submit Requests Window displays.

B Submit Requests

= E3
Tore | QT -| e |
Pararmeters l
— Print Options
Copies
Style
Frintar ® Save Output
— Run Options
Resubmit |Never -
To Start [28-JUL-1998 16:30:04 End Resubmission I
—8 History
Type Name Parameters

Reguest D

Training: Reports

Continued on next page
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Printing Reports and Forms, Continued

Printing a Report (continued)

Step

Action

3

The Type data field defaults to Request. Click the Name data field
and use the LOV to select your choice of Reports.

Click Training Request Form DD1556 (DD1556), for example.
Click <OK>.

The Parameters Window displays. Use the LOV to select the
name (employee) to be printed on the DD Form 1556. Use the
query method to query for the specific name of the employee, if
not known.

1 inel ‘%

DraporEaraara J Hoat 0102267

Drigpaen Exarismra J Hiol Ay 1010227
Dirigper Exrsara J Hial Sty 101 022E7
LrajaerL arsara J A T RALILNYLS T G
Tirper Foranen | AN PAFRFRT AFSIGH

Click <OK>. The Parameters data field populates. The SSN
defaults to “No” for security purposes but can be changed to
CCYeS.”

Training: Reports

Continued on next page
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Printing Reports and Forms, Continued

Printing a Report (continued)

Step Action

6 In the Print Options Region, input the following:

Print Options
Copies i
Styla CIV, portrait, letter, 12 cpi
Printer |bld663_p0354ps X Save Dutput
Data Fields Description/Action
Copies Defaults to 1, but you can override.
Style Defaults to portrait but you can change
to landscape.
Printer Click on the printer your PC is
associated with.
Save Output Stores your report so you can print it
checkbox later.

7 In the Run Options Region, input the following:

Run Options
’7 Resubmit |Never -

To Start [28-JUL-1998 12:18:21 End Resubmissian

Data Fields Description/Action
Resubmit Defaults to Never, you can override.
To Start Defaults to current date/time, you can

override.

End Resubmission | If you change Resubmit to Interval, this
data field can be input using an LOV
calendar.

8 Click <Submit> to send the report to the printer.

Continued on next page
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Printing Reports and Forms, Continued

Printing a Report (continued)

Step Action

9 In the Submission History Region, the Type, Name, Parameters,
and Request ID data fields populate with the type of Report
submitted.
- Submission History 1

Type Marne Pararneters Reguest ID
= WReport Training Request Form DD1556 (D Adamson,Paula G 2002
10 | Exit the window and return to the Navigator Window.

Training: Reports

Continued on next page
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Printing Reports and Forms, Continued

Submitting

Employee/ This report can only be set up by the Training Administrator.

Supervisor
Evaluations

Step Action

1 Follow Steps 1 and 2 in Accessing Reports.

2 On the LOV, select Submit Course Evaluation to the Employee.

3 The Parameters Window is grayed out because this is a one-time
set up.

4 In the Run Options Region, select Interval. The Start Date
defaults to the current date unless you need to change it.

5 The Day(s) field opens and the From data field populates

Completion.

Note: Each location can set their own time for the recurring
report. For example, once it is set to recur daily, the evaluations
will automatically flow to the proper inbox every day without
further intervention.

Click Save. See Chapter 4, Training Completions and
Evaluations, for further information.

#Example:
B Submit Requests [_[O] =]
Type IRequgsl .l Mame [Submit Course Evaluation to the Employee
Farameters i
— Print Options
Copies |1
Style A4
Printer [b127_p0187ps X Save Output
- Run Options
Resubmit | Interval: ;I 1 |Day(5) v“ From
To Stant IU?'KPR'ZUUU 97151 End Fesubmissian

~— Submission History

Type MNarne Farameters Reguest D

-

Training: Reports
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Printing Reports and Forms, Continued

Managers Training
Budget Report

Step Action

1 Follow steps 1 and 2 in Accessing Reports.

2 On the LOV select Managers Training Budget Report.

3 The Parameters Window displays. Complete the data fields:

;{ Note: Normally, you would use only one or two parameters; e.g.,
i Name and Start Date or Title or Activity Type.

1= 3

ACTITY TYPE [2-C SUPERVISORY =)

AGENCY
STARTDATE [U1-MAY-2000
END DATE
NAME
ORG STRUC CODE
TITLE
uic
PaS =

K1 .
Clear Cancel i OK l

Data Fields Description/Action

Activity Type Click the LOV to select the OPM
training types.

Agency Click the LOV.

Start Date Enter the date needed.

End Date Enter the date needed.

Name Click the LOV to select employee
name.

Org Struc Code Click the LOV.

Title Click the LOV to select Event title.

UIC Army/Navy use.

PAS Air Force use.

Continued on next page
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Printing Reports and Forms, Continued

Managers Training Budget Report (continued)

Step Action
4 Click <OK>.

5 Complete the Print Options and Run Options Regions prior to
clicking <Submit>.

Example:
06-JUN-00
Training Cost Report Page 1
Name: Fuhrer, James E.
Course Title: ADV FRAUD INVESTIG
Tuition Books/Mat Total Direct Travel Perdiem Total Total
Others Direct Indirect
0 200 500 700 700

Grand Total 700

Continued on next page
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Viewing Reports and Forms

Viewing If you want to view a report or form without printing it, follow these steps:

Reports and
Forms

Step

Action

On the Submit Reports Window, in the Print Options Region,
input a “0” for number of Copies.

Follow the remaining steps for Submitting a Report through
clicking the <Submit> Taskflow button.

Click Help on the Main Menu Bar then click View My Requests.

The Requests Window displays showing status of all reports you
have submitted. Using the Current Record Indicator, select the
report or form you wish to view.

Click <Report>. The Form or report you selected displays.

The other Taskflow buttons are further explained in Module 1,
Chapter 8, Reports.

Training: Reports
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Retrieving Training Cost Data

Purpose

In This Section

See Also
&’

Before You
Begin

Who Does It

a

This section explains how training costs are derived in OTA and who enters
the data. It will be used to retrieve cost data for planning and budgeting
training dollars.

The following topics are covered:
e Who enters cost data?
e Who retrieves training cost data?
e What cost data resides in OTA?
e What cost data resides in the modern DCPDS?

In this Module:
Chapter 1, Requesting Training
Section: Completing the Training Request Form
Chapter 2, Arranging Training
Sections: Defining an Activity
Scheduling an Event

Estimated training costs reside in four areas of OTA:
Activity

Event

Enrollment

Training Request Form

Actual training costs reside in OTA and People, Special Information Types,
Completed Training in Oracle HR.

Components will determine who will have the responsibility for entering cost
data; e.g., supervisors, training monitors, resource managers, or training
administrators.

Continued on next page
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Retrieving Training Cost Data, Continued

Retrieving Cost

Data

What Cost

Data Resides in

OTA

November 30, 2001

There are standard reports for retrieving cost data for planning and budgeting.

Cost data can be exported to spreadsheets for continuous, up-to-date cost

balances.

The following chart depicts what training cost data resides in OTA and who

has the responsibility of entering data.

Costs (Estimated/Actual)

OTA Area

Who Enters

Tuition (Actual).

Activity - Each Course in the | Pre-
DoD Catalog contains tuition | programmed in

cost.

Course Catalog.

Books/Materials/Other Fees
(Estimated costs).

Total Estimated Direct Cost
(Includes actual tuition from the
Activity — Course Catalog, and
estimated books, materials, other
fees).

Total Estimated Indirect Cost
(Includes Travel, Per Diem or
PCS costs from Enrollment).

Total Estimated Cost
(All estimated costs).

Actual costs.
(WHS — Other Indirect cost).

Event - Costs are added when | All users.

requesting training, including

tuition, if unavailable in the
course catalog.

Training: Reports

Continued on next page
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Retrieving Training Cost Data, Continued

What Cost Data Resides in OTA (continued)

Costs (Estimated/Actual) OTA Area Who Enters
Travel cost (Estimated). Enrollment — Estimated Costs | All users.
are added in Additional
Per Diem or PCS Cost ?i‘legatc:'Bookmg
(Estimated). nplormation.

Total Individual Direct Cost
(Includes estimated tuition,
books, and fees).

Total Individual Indirect Cost
(Includes travel, per diem, or
PCS costs).

Total Individual Cost
(All costs from Activity, Event,
and Enrollment).

Estimated Total Cost Training Request Form- All users.
Other costs can be put on a
note (either a Word attachment
and forwarded through
Civilian Inbox to appropriate
approving office, or by Email
to the approving office).

i/} Note: The cost data, along with all the other data in Activity, Event,
Enrollment, and Training Request Form will appear on the DD Form 1556.

Continued on next page
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Retrieving Training Cost Data, Continued

What Cost
Data Resides in
HR

November 30, 2001

The following chart depicts what training cost data resides in HR - Person

Record and who enters it.

Costs HR - People Who Enters
(Estimated/Actual)
Estimated costs. Special Information All users.
Types (SIT) - (Required
Training).
Actual costs. SIT - (Completed All users.
Training History).

Training: Reports
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